[bookmark: _g906w4ud64kp]General Email recommendations

· Utilize Course Evaluations & Surveys placeholders such as “Login URL” and “Table of Surveys” so that students can click into their survey directly from an email they receive.
· Utilize various “Date” placeholders and “Project Name” placeholders to reduce the amount of manual editing if you copy email communications from one semester to the next.
· Add your school logo to the body of the email by right-clicking in the Message box. Note: you will need to link to the logo available somewhere on the web. 
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[bookmark: _5kiu306iv86r]Pre-survey Announcement Email (Students)
Subject: Course Evaluations Will Soon Be Available

Dear [INSERT NAME PLACEHOLDER HERE],

As we prepare for a new term at [TYPE THE NAME OF YOUR INSTITUTION HERE], we’re excited to enhance the educational experience we provide you. Being able to do that effectively and comprehensively means ensuring that you have an opportunity to evaluate your course experience and provide us with feedback.

To do this, we will be using Course Evaluations & Surveys by Watermark to collect instructor and course feedback. Evaluations will open [INSERT SURVEY START DATE PLACEHOLDER HERE] and close [INSERT SURVEY END DATE PLACEHOLDER HERE]. You will also have access to the evaluation survey through [TYPE THE NAME OF YOUR LMS HERE].

How it works
Course Evaluations & Surveys by Watermark is an easy-to-use course evaluation system that integrates directly with [TYPE THE NAME OF YOUR LMS HERE]. You will receive an email when the evaluation survey is available. The email will provide more information as well as a link and instructions on how to access the evaluation. We encourage you to be open and honest in these evaluations. Your identity will be kept private and your instructor will not see the results of your evaluation until grades are finalized. No identifying information is ever directly connected to the feedback you submit.

Expectations
We encourage you to be open and honest in these evaluations. Your feedback on your course experience is important to us because it will help us and your professor improve future offerings of the course. When you take the time to provide us with your feedback, you’re helping us improve the educational experience of future students. We hope you take advantage of this opportunity to share your course experiences with us.

Sincerely,

[TYPE YOUR NAME AND TITLE HERE]




[bookmark: _qi8yt2od4zbw]Pre-survey Announcement Email (Instructors)
Subject: Course Evaluations Will Soon Be Available

Dear [INSERT NAME PLACEHOLDER HERE],

As we prepare for a new term at [TYPE THE NAME OF YOUR INSTITUTION HERE], we’re excited to further enhance the educational experience we provide students. Being able to do that effectively and comprehensively means ensuring that students have an opportunity to evaluate their courses and provide us with feedback. 

Beginning this term, we will be using Course Evaluations & Surveys by Watermark to collect end-of-the term instructor and course feedback. Evaluations will open [INSERT SURVEY START DATE PLACEHOLDER HERE] and close [INSERT SURVEY END DATE PLACEHOLDER HERE]

How it works
Course Evaluations & Surveys by Watermark is an easy-to-use course evaluation system that integrates directly with [TYPE THE NAME OF YOUR LMS HERE]. Students will receive an email when the evaluation survey is available. The email will provide information regarding the evaluation as well as a link and instructions on how to access the evaluation. Student submissions are completely anonymous, and you will not be able to access results until after final grades are submitted. 

Expectations
To motivate students to complete their evaluations and to provide useful, constructive feedback through those evaluations, we’ve included some suggestions and tips for how to discuss these evaluations with your students. 

· Designate time in class for students to complete evaluations, and let your students know why and when. 
· Let students know that you value their honest and constructive feedback, and that you use their feedback to make improvements to your courses. Consider sharing some examples of how you have changed your courses as a result of student feedback.
· Share that you’re interested in both positive and negative feedback on the course. What aspects of the course and/or instruction helped them learn? What aspects might be changed to help future students learn more effectively?
· Describe the kind of feedback you find most useful. In most cases, specific feedback with examples is more useful than general statements. 
· Remind students that evaluations are completely anonymous and instructors do not see this feedback until after final grades have been submitted. This is important, as many students don’t realize these facts.
· Share that you are the primary audience for their feedback, but that others may read their evaluations, including department and school administrators.
· Consider including language in your syllabus that addresses student evaluations. This alerts students to the fact that they should also pay attention to their learning experiences throughout the semester and makes them more mindful of their responses in the course evaluations. 

We appreciate your support as we continue our efforts to improve outcomes and collect the kind of data needed to help us refine the design and delivery of our student offerings. Over the course of the term, you will receive more information on how to check your course evaluations and receive the data. 

Sincerely,

[TYPE YOUR NAME AND TITLE HERE]




















[bookmark: _88ser9uocmir]Survey Announcement and Invitation Email (Instructors)
Subject: Course Evaluations Are Now Available to Students

Dear [INSERT NAME PLACEHOLDER HERE],

As we are approaching the end of the semester, evaluations are now available for your students to provide feedback on your courses. [TYPE THE NAME OF YOUR INSTITUTION HERE] is committed to providing a positive and successful learning experience for students in each course. Please take the opportunity to remind students to provide feedback on their  experience by participating in an End-of-Course Survey for each of your courses below.

[INSERT TABLE OF COURSES PLACEHOLDER HERE] 

Students can access their surveys by logging into [TYPE THE NAME OF YOUR LMS HERE], or by clicking a login link from a welcome email they will receive. 

As always, student responses will be confidential and you will only have access to aggregated results each semester. 

Thank you in advance for reminding students to take the End-of-Course surveys.

Sincerely,

[TYPE YOUR NAME AND TITLE HERE]










[bookmark: _4izl20f5hm9u]Survey Announcement and Invitation Email (Students)
Subject: Course Evaluations Are Ready to Be Completed

Dear [INSERT NAME PLACEHOLDER HERE],

As we are approaching the end of the semester, it's time for you to provide feedback on your courses. [TYPE THE NAME OF YOUR INSTITUTION HERE] is committed to providing a positive and successful learning experience for students in each course. Please take the opportunity to provide feedback to each of your instructors on your experience by participating in an End-of-Course Student Survey for each of your courses below.

[INSERT TABLE OF SURVEYS PLACEHOLDER HERE]

You are being provided unique and individual links to each of your courses. As always, your responses will be confidential and the faculty will only have access to aggregated results each semester. These links are also available in your [TYPE THE NAME OF YOUR LMS HERE] account.

Please take a few moments to complete all your surveys as this is your time to voice your opinion about your courses and instructors. Click this link to access your survey: [INSERT LOGIN URL PLACEHOLDER HERE]

Thank you in advance for completing your End-of-Course surveys.

Sincerely,

[TYPE YOUR NAME AND TITLE HERE]







[bookmark: _vvfpdiaue64n]Survey Announcement and Invitation Email (Administrators)
Subject: Course Evaluations Are Now Available to Students

Dear [INSERT NAME PLACEHOLDER HERE],

As we are approaching the end of the semester, it's time for your students to provide feedback on your courses and Instructors. [TYPE THE NAME OF YOUR INSTITUTION HERE] is committed to providing a positive and successful learning experience for students in each course. Please take the opportunity to remind Instructors to advocate that students provide feedback on their experience by participating in an End-of-Course Survey for your departments.

As always, student responses will be confidential. 

Thank you in advance for reminding Faculty about the End-of-Course surveys.

Sincerely,

[TYPE YOUR NAME AND TITLE HERE]
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[bookmark: _lt5zfu4ptats]Non-respondent Email (Students)
Subject: Course Evaluations Need to Be Completed

Dear [INSERT NAME PLACEHOLDER HERE],
If you are receiving this message, our records indicate that you have yet to complete the Student Course Evaluation for your class.  Please take a few minutes to complete this anonymous Course Evaluation survey.  Your responses are important to us and will be kept confidential. 
Please click the following link to access the survey now: [INSERT LOGIN URL PLACEHOLDER HERE]
Here is a full list of the surveys you have not yet completed:

[INSERT TABLE OF SURVEYS PLACEHOLDER HERE]
Sincerely,
[TYPE YOUR NAME AND TITLE HERE]












[bookmark: _i26p5aag3ox8]Non-respondent Email (Instructors)
Subject: Please Remind Students to Complete Evaluations


Dear [INSERT NAME PLACEHOLDER HERE],

This is a friendly reminder to encourage your students to take their course evaluation surveys. The courses listed below require student evaluations.

[INSERT TABLE OF COURSES PLACEHOLDER HERE]

Sincerely,

[TYPE YOUR NAME AND TITLE HERE]
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[bookmark: _gi4625508zj]Results Notification Email (Administrators)
Subject: Course Evaluation Results Are Now Available

Dear [INSERT NAME PLACEHOLDER HERE],

This email is to notify you that survey results are now available for you to view. To view your results, click [INSERT LOGIN URL PLACEHOLDER HERE].

Once you are in your Course Evaluations & Surveys account, you can click on the “Results” tab at the top to view and build reports.  (If you are ALSO an instructor, you will be able to toggle back and forth between your role as an Administrator and Instructor by clicking on your role name on the top right of your account.)

For more information about Reports and Course Evaluations & Surveys in general, you can go to the “Help Center,” which is the question mark in the top right corner of your account. This contains further information about Course Evaluations & Surveys, including explanations, screenshots, tutorials and videos. 

If you have any further questions, you can reach out to [TYPE CONTACT INFORMATION HERE].

Sincerely,

[TYPE YOUR NAME AND TITLE HERE]
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[bookmark: _5ye0u2v1rt7b]Results Notification Email (Instructors)
Subject: Course Evaluation Results Are Now Available

Dear [INSERT NAME PLACEHOLDER HERE],

This email is to notify you that survey results for your course(s) are now available for you to view. To view your results, click [INSERT LOGIN URL PLACEHOLDER HERE].

HERE] is a list of response rates for your surveyed courses:
[INSERT TABLE OF COURSES PLACEHOLDER HERE].

Once you are in your Course Evaluations & Surveys account, you can click on the “Results” tab at the top to view and build reports. 

For more information about Reports and Course Evaluations & Surveys in general, you can go to the “Help Center,” which is the question mark in the top right corner of your account. This contains further information about Course Evaluations & Surveys, including explanations, screenshots, tutorials and videos. 

If you have any further questions, you can reach out to [TYPE CONTACT INFORMATION HERE].

Sincerely,

[TYPE YOUR NAME AND TITLE HERE]

